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MOODLE
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A learning platform for 

educators and learners to create 
personalized learning environments.



MOODLE 3.1 – Release Highlights
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• Easier Section Editing
• Recycle Bin
• Annotate student’s submission
• Pinned post (forum)
• Integration with Office 365



1. LOG IN
Go to http://moodle.uph.edu

1. Click Log In
2. Input your credential:

A. LOG IN & CONNECT TO OFFICE 365
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Your name and other profile option

Main Menu:

Picture 
Slideshow

Homepage Overview (1)
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Blocks:
Microsoft Block, 
Calendar, 
Navigation 
Block, etc.

Announcement 
Section

Homepage Overview (2)



2. CONNECT TO OFFICE 365 *New

1.Click Connect to Office 365

2.Click Office 365 connection settings

3. Two options to connect:

If you choose this, you have to 
access Moodle from your Office365

If you choose this, there will be no change in 
the way you Log In to Moodle. It will only link 
your Moodle with your Office 365 accounts.
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After connected to Office 365, you can 

access Office 365 features directly from 
your Moodle site.

You also can sync your Moodle Calendar 
to Outlook Calendar. 

This option will enable you to choose 
which Moodle calendar that you want to 

sync:

You (and your students) also can upload file directly from 
OneNote or OneDrive.
For example: 
1. Lecturer can upload teaching material directly from the file stored in 

their OneDrive/OneNote
2. Students can submit their assignment directly from the file stored in 

their OneDrive/OneNote
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Available Types of Integration between Moodle and Office 365

Integration Types Benefit

Single Sign-On (SSO) Speeds up time spent logging in, and accessing documents.

Cloud-based system Access your documents anywhere, anytime.

Calendars Events created in Moodle will show on O365 Calendars, enabling us to 
easily track course events and due dates.

OneNote Students can complete assignments in OneNote and submit to the lecturer 
via Moodle

PowerPoint with Office Mix Lecturers can easily embed interactive online lessons created with 
Powerpoint + Office Mix

OneDrive for Business OneDrive documents can be associated automatically with Moodle courses. 
Updates to those documents will appear automatically in links in Moodle.
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B.COURSE – SET UP

1. CREATE A NEW COURSE

Go to Navigation 
block (on the left 
side), then click 

My Courses

You may contact Mr. Masatyo by email (masatyo.bawono@uph.edu / ext 2341) or 
Ms. Esther (esther.krisanti@uph.edu / ext 2342) and give details about the course: 
Course Catalog Number | Course Name | Class Code.

2. SEE A COURSE
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Or go directly to 
My Courses

menu (on the 
top of the page)

mailto:masatyo.bawono@uph.edu
mailto:esther.krisanti@uph.edu
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1. Navigation Block

2. Administration Block

3. Course Section



1. Click Edit settings in Administration block

3. SET COURSE FORMAT/LAYOUT dan jelasin course setting lain spt learner (role name dkk)

2. There are a lot of settings that you can set for your course. 
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Click the arrow to expand 
and explore it one by one.



If you choose “show all sections on 
one page”, it will appear like this: 

If you choose “show one section per 
page”, it will appear like this: 
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Set Course Layout:

You can jump to specific 
week through this option

Navigate between 
weeks by clicking this



As a lecturer, you can set 
student groups in your course.
1. Go to Administration block
2. Click Users  Groups

4. SET GROUPS IN A COURSE
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List of Groups

Manage groups

List of Group Members
(based on the group you 
choose in the group list)

To add/remove users
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Create new group

1. Click Create group

2. Fill the details and click Save changes
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Add/remove users

1. Click Add/remove users
2. Type the name of 
your student

3. Click Add/remove
by choosing the name 
of the student first

4. After finish, click 
Back to groups
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How to add:

To add resource, you must click 
Turn editing on button

Then, click Add an activity or resource

C. RESOURCES & ACTIVITIES
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There are several types of activities and resources that you can choose to deliver your teaching materials:

Activities

1. Assignment
2. Chat
3. Choice
4. Database
5. External tool
6. Feedback
7. Forum
8. Glossary
9. Journal
10. Lesson
11. Mindmap
12. Podcast
13. Quiz
14. Survey
15. Wiki
16. Workshop

Resources

1. Book
2. File
3. Folder
4. Label
5. Page
6. URL

Choose the activity/resource that you 
want to add, and click “Add” (or double 
click the radio button).
General guideline:
•If you need to present content to your class 
or you wish your students to read, watch or 
listen to content, then explore Resources from 
the Activity chooser.
•If you want your students to be actively 
engaged in their learning, then explore 
Activities section from the Activity chooser.
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1. FILE

How to add file:
1. Choose File and click Add 

Provide a file as a course resource. It 
can be used to:

✓ Share presentations given in class
✓ Provide teaching/supporting material
✓ Provide draft files of certain software 

(e.g. photoshop .psd) so students can 
edit and submit them for assessment

2. Add file

Klik Add

You can upload file or take your 
file directly from your OneDrive 
by choosing Office 365

3. Click Save and return to course

Other quick way to 
add your file: 

You can drag and drop 
your file directly to your 
particular session/topic 

(in your course page).

Or directly 
drag and drop 
your file here
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Creating a shortcut / alias
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When a file (for example a file from OneDrive) is re-used elsewhere on Moodle, you have the option to make a copy or to 

create a shortcut/alias.
➢ A copy means a new file, an unconnected version of the original file
➢ A shortcut/alias means when the original file is updated, it will change in all instances of the alias. 

So, for example, you want to use one particular file in all your courses, you can upload your file from your OneDrive
files and you can easily change the original file if needed, without having to upload your file one by one in all courses that   
use that particular file.

Creating a shortcut/alias from OneDrive file (example):

1. Go to your course section, add activity/resource, add file. And 
when you upload your file, choose Office 365 > My OneDrive

2. Click your file and you will be prompted to 
make a copy or create an alias



Areas in which aliases cannot be made:

1. An assignment submission

2. A forum post attachment

3. A workshop submission

4. A quiz essay

5. A database activitiy file field

This restriction is to prevent student editing their file submission from 
their OneDrive. 
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2. FOLDER

How to create folder:
1. Quick way: drag and drop your folder (in a zip format) to your course section

✓ Manage your file in a folder to make it looks neater
✓ Takes up less space on the course page
✓ You also can download your folder
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2. Click “folder” icon when you upload files and you will be prompted to create a folder



2. Add your file(s)1. Choose Folder and click Add 3. Click Save and display.
It will appear like this:
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3. Create and upload to a new folder.
Use this method if you want to create a folder on your Moodle course and then upload files into it.

*New: 
Students can dowload all files in a zipped folder



3. LABEL

Examples:
1. Images

Label can be used to add text, link, or media between 
resources in different section. It can be used to:

✓ Split up a long list of activities with a subheading or an image
✓ Display an embedded sound file or video directly on the 

course page
✓ Add a short description to a course section

2. Text

4. Sound/Video

3. Link
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How to create label:

Quick method: You can directly drag and drop text/image/video into a specific session/topic on your course page.

Conventional method: 

1. Choose Label and click Add 2. Type the text or choose the type of label that you want to add

To show more 
buttons

Link Image Media

[…put your text here]

3. Click Save and return to course

(You can paste your Youtube URL in the link 

to embed a video to your course)
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4. PAGE
2. Manage your page

How to create page:
1. Choose Page and click Add 

To create a web page resource using the text editor. It can 
display text, image, sound, video, web link and even 
embedded code such as Google maps.
Why we use page:
✓ To present the course policy / summary of course syllabus
✓ To embed several video/sound files together with some 

explanatory text
✓ Easier to update
✓ Might be preferable in some cases instead of uploading a 

document

3. Click Save and return to course
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5. BOOK

How to create a book and chapters:

1. Click Book from resources section

A multi-page resource in a book-like 
format, with chapters and subchapters

✓ To display reading material for 
individual modules of study

✓ As a handbook
✓ As a showcase portfolio of student work

2

3 4

2. Fill the details of your
book and click Save and
display

3. Fill the details of your
chapter(s) and click Save
changes.

4. Add/edit your chapter in
the Table of contents
menu (on the left-side block)

1
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Example:

Table of contents

Chapters
Navigation
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Note: The book module allows you to have main chapters and
sub chapters, but it goes no deeper. In other words, sub
chapters cannot have their own sub chapters, as the module is
intended to be a simple resource for teachers and students.

When to use page or book?
✓ If you have some basic text information you 

wish your students to read in a simple page, 
consider using a Page.

✓ If you have a series of pages you wish the 
students to read, consider using a Book. 



6. URL

2. Fill the URL and other details

How to add URL:
1. Choose URL and click Add 

URL option provides a web link as course 
resource. Note that URLs can also be 
added to any other resource or activity 
type through the text editor.

3. Click Save and return to course

• Automatic - Make the best guess at 
what should happen (probably what is 
wanted 99% of the time).

• Embed - Show the Moodle page with 
heading, blocks, footer and 
title/description of the item.

• Open - No Moodle heading, blocks, 
footer or description - just show the file in 
the web browser

• In pop-up - Same as 'Open', but opens a 
new browser window to show this file 
(without the Moodle heading, blocks, etc)
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7. ASSIGNMENT
2. Fill the details of the assignment

How to add Assignment:
1. Choose Assignment and click Add 

✓ Enables a teacher to communicate tasks, 
collect work and provide grades and feedback.

✓ Students can submit files or type text directly 
into the text editor.

You can set the:
• Availability of the 

assignment (due date, cut-
off date)

• Submission type (number 
of uploaded file, maximum 
size, etc)

• Group submission settings 
(allow students to submit 
assignment in group)

• And other settings such as 
feedback types, submission 
settings and other settings.
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Set Grade

You may set several settings about grade. 

Grade category can be set in the 
gradebook setup (will be 
explained in section E)

Set Activity Completion
You may set several settings about whether students have to fulfill 
some conditions or not before doing a particular activity. Go to Grade section (when you create activity):

Go to Activity completion section:
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If you set activity completion, a check (tick) mark will appear against 
the activity when the student meets this criterion.

The solid-line box means 
that the resource/activity 
can only be marked 
complete by the students

The dotted-line box means that the 
particular resource/activity can be 

marked complete by Moodle after one 
or more conditions fulfilled.



Restrict Access

You can set restriction so the activity can only be accessed if the condition is met.
(You can set this in all activities type)

It will appear like this (in the course page):
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Group Submission Settings

You can enable students to submit their assignment in a group.
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This setting ensures that students 
must be in a group to make a 
submission.

➢ If 'enabled', all members of the student group must click the submit button 

before the group submission will be considered as submitted. 

➢ If 'disabled', the group submission will be considered as submitted as soon as 
any one member of the student group clicks the submit button.

This is the grouping that the assignment will use to find groups for student groups. 
Choose the Grouping required. If not set, the default set of groups will be used.



Group Submission Settings

You can enable students to submit their assignment in a group.
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This setting ensures that students 
must be in a group to make a 
submission.

➢ If 'enabled', all members of the student group must click the submit button 

before the group submission will be considered as submitted. 

➢ If 'disabled', the group submission will be considered as submitted as soon as 
any one member of the student group clicks the submit button.

This is the grouping that the assignment will use to find groups for student groups. 
Choose the Grouping required. If not set, the default set of groups will be used.



1. View or Mark the Student’s Assignment (Manual)

1. Go to your course and click the assignment that you want to check

2. Click View all submissions and then click Grade or directly click Grade
(If you click Grade directly, it will open the submission of each student directly)

D. GRADE & REPORT

You may hide columns 
by clicking this [-] icon
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3. Input the grade (individually)

4. Click Save changes

You can move 
to the next 
student here

Other option: If you want to grade multiple students at once, 
back to the submission table and find the Options section 
below the table. Check the Quick grading option, then you 
can input the grade directly on the submission table. 
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Annotate Document *New
Now you can annotate directly annotate the document uploaded by your students directly and give a grade.
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Group Grading
When you create assignment, you can set the group submission settings, so the students can submit their works in a 
group.

Refer to Assignment in section C number 7. When you create assignemnt, go to the common module settings:

➢ If the Group mode setting found in the Common module 

settings is set to separate groups, the list of students on 

the assignment grading page can be set to display only 

students from a set group. 

➢ If left at No groups the group that each student is in will be 

displayed but the option to sort by group will not be available. 

It is recommended to enable separate groups and to also 
specify the grouping you have created.
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Assignment grading page view will look like this:

If all group members are required to submit, 
the Status column will show the submission as 
Draft (not submitted) until all students have 
submitted.

If the assignment doesn’t require all group 
members to submit, then the group 
submission will be considered as submitted as 
soon as any one member of the student 
group submit their work.



2. See the Student’s Grade

1. Go to your course

2. Click Grades on the Administration block

It will show the grade report of your class:
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3. See Reports from Administration Block
1. You can see several types of 
report in the Administration block 

2. Choose which report that you want to see

Example: activity completion report
(You can download the report as well)
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 If you need assistance, you may contact 

Mr. Masatyo : masatyo.bawono@uph.edu / ext 2341 
Ms. Esther : esther.krisanti@uph.edu / ext 2342

Happy Moodling!
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